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For direct service work with clients, managers follow the same procedures as other direct service staff

User logs on to the
system

Choose “Reports” from
the navigation bar

Choose from a list of
canned reports

Enter required
parameters (if any)
(e.g. Date Range,

Fiscal Year, Service
Provider Name, etc.)

To print choose Print
Preview and then

browser File->Print

Click Submit to view
results in browser

Do you want to run
a “canned” report?

To export to flat file or
Excel, click export
button and then

browser File->Save

Yes

No

Done

Contact the
System

Administrator to
discuss the

required query

System
Administrator runs

the query and
sends the results
to the Manager

Done

Do you want to
create a custom

report?

Choose from lists of
columns, criteria, and

sort orders for a custom
report (i.e. Crosstab

Wizard)

No

Yes

To save the query and
parameters, supply a
name and click the

Save button

Do you know SQL?
No

Yes

Create and test SQL
query against dummy

database

Submit SQL to System
Administrator for

verification, execution,
and return of results

Done

Do you want
to export

data?

Create filter

Select fields

Export data

Done

Yes

No
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